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Punctuation Punctuation Punctuation Punctuation needs to be needs to be needs to be needs to be 
used accurately and used accurately and used accurately and used accurately and 

effectivelyeffectivelyeffectivelyeffectively    
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PPPPUNCTUATION EXPLAINEDUNCTUATION EXPLAINEDUNCTUATION EXPLAINEDUNCTUATION EXPLAINED    
 

Capital letterCapital letterCapital letterCapital letter    ABCABCABCABC    begins a sentencebegins a sentencebegins a sentencebegins a sentence    

Full stopFull stopFull stopFull stop    ....    indicates that a sentence indicates that a sentence indicates that a sentence indicates that a sentence 
has finishedhas finishedhas finishedhas finished    

CCCCommaommaommaomma    ,,,,    indicates a slight pause in a indicates a slight pause in a indicates a slight pause in a indicates a slight pause in a 
sentence, separatesentence, separatesentence, separatesentence, separates clauses s clauses s clauses s clauses 
in a complex sentence and in a complex sentence and in a complex sentence and in a complex sentence and 
items in a listitems in a listitems in a listitems in a list    

Question markQuestion markQuestion markQuestion mark    ????    goes at the end of a questiongoes at the end of a questiongoes at the end of a questiongoes at the end of a question    

Exclamation Exclamation Exclamation Exclamation 
markmarkmarkmark    

!!!!    goes at the end of a goes at the end of a goes at the end of a goes at the end of a 
dramatic sentence to show dramatic sentence to show dramatic sentence to show dramatic sentence to show 
surprise or shocksurprise or shocksurprise or shocksurprise or shock    

ApostropheApostropheApostropheApostrophe    ‘‘‘‘    shows that letter(s) have shows that letter(s) have shows that letter(s) have shows that letter(s) have 
been left out or indicates been left out or indicates been left out or indicates been left out or indicates 
possepossepossepossessionssionssionssion    

Speech marksSpeech marksSpeech marksSpeech marks    “  ”“  ”“  ”“  ”    indicate direct speech, the indicate direct speech, the indicate direct speech, the indicate direct speech, the 
exact words spoken or being exact words spoken or being exact words spoken or being exact words spoken or being 
quotedquotedquotedquoted    

ColonColonColonColon    ::::    introduces a list, a introduces a list, a introduces a list, a introduces a list, a 
statement or a quote in a statement or a quote in a statement or a quote in a statement or a quote in a 
sentence       sentence       sentence       sentence           

SemicolonSemicolonSemicolonSemicolon    ;;;;    separates two sentences separates two sentences separates two sentences separates two sentences 
that are related and of equal that are related and of equal that are related and of equal that are related and of equal 
importance, importance, importance, importance, itititit takes the  takes the  takes the  takes the 
placplacplacplace of a connective or to e of a connective or to e of a connective or to e of a connective or to 
separate lists which have separate lists which have separate lists which have separate lists which have 
several words, it is stronger several words, it is stronger several words, it is stronger several words, it is stronger 
than a commathan a commathan a commathan a comma    

Dash / hyphenDash / hyphenDash / hyphenDash / hyphen    ----    separates extra separates extra separates extra separates extra 
information from the main information from the main information from the main information from the main 
clause by holding words clause by holding words clause by holding words clause by holding words 
apart, they are stronger apart, they are stronger apart, they are stronger apart, they are stronger 
than a commathan a commathan a commathan a comma    

BracketsBracketsBracketsBrackets    (  )(  )(  )(  )    can be usedcan be usedcan be usedcan be used like dashes, th like dashes, th like dashes, th like dashes, they ey ey ey 
sssseeeeppppaaaarrrraaaatttteeee    ooooffffffff    eeeexxxxttttrrrraaaa    



separate off separate off separate off separate off extra extra extra extra 
information from the main information from the main information from the main information from the main 
clauseclauseclauseclause    

Ellipsis Ellipsis Ellipsis Ellipsis     …………    tttto show a passage of time, o show a passage of time, o show a passage of time, o show a passage of time, 
to hook theto hook theto hook theto hook the    reader in and reader in and reader in and reader in and 
create suspensecreate suspensecreate suspensecreate suspense    

 


